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First Day Checklist – Welcome to YOUR BRAND 
The Hotel – Navigational tour
 FORMCHECKBOX 

Tour of Property/Introductions 
 FORMCHECKBOX 

Room/Suite Tour

 FORMCHECKBOX 

Time Clock 
 FORMCHECKBOX 

Parking & Entrance
 FORMCHECKBOX 

Associate Café/Soda Program
 FORMCHECKBOX 

Copy/Fax Machine/Mailboxes
 FORMCHECKBOX 

Locker Rooms

YOUR BRAND Culture
 FORMCHECKBOX 

Vision & Mission
 FORMCHECKBOX 

Guest Service Survey (GSS)
 FORMCHECKBOX 

Orientation 

 FORMCHECKBOX 

Service Card/ Daily Meeting(s)
 FORMCHECKBOX 

Don’t pass it up, Pick it up!
 FORMCHECKBOX 

Recognition Programs
 FORMCHECKBOX 

Diversity & Inclusion  
 FORMCHECKBOX 

New Hire Paperwork
Policies & Procedures
 FORMCHECKBOX 

Uniform: Nametag, Service Card, Keys
 FORMCHECKBOX 

Associate Discounts/Forms
 FORMCHECKBOX 

Radio communications
 FORMCHECKBOX 

Lost and Found

Policies & Procedures (Cont.)

 FORMCHECKBOX 

Performance Evaluations

 FORMCHECKBOX 

Progressive Coaching
 FORMCHECKBOX 

Emergency/OSHA Procedures

 FORMCHECKBOX 

Cash Handling
 FORMCHECKBOX 

Availability/Time Off
Tools
 FORMCHECKBOX 

Department Checklists
 FORMCHECKBOX 

MY HR 
 FORMCHECKBOX 

MGS / The Lobby Logon
 FORMCHECKBOX 

Time Clock Set-up

 FORMCHECKBOX 

Shaping Service (MGS)
 FORMCHECKBOX 

Security – Micros Access

 FORMCHECKBOX 

FAQ’s/Brand Identity 
 FORMCHECKBOX 
 
Learning Library

All About the Team
 FORMCHECKBOX 

Introductions/Who am I?
 FORMCHECKBOX 

Update Department Attendance Calendar/ Email/Phone/Address/Birthday List/Glassdoor 
Miscellaneous
 FORMCHECKBOX 
 
Smoking Policy
 FORMCHECKBOX 
 
Recycling Policy
 FORMCHECKBOX 
 
_______________________________

 FORMCHECKBOX 
 
_______________________________

Brand Orientation Scheduled: __________________          Date Received in HR: ______________________


Associate Name: ______________________________________   Signature: ____________________________


 Manager Name: ________________________________________   Signature: ____________________________











